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INSTRUCTIONS: Prepare in duplicate and forward to the gecords Management Analyst, Management §vstems Division

3. Dy, Diwisian, Sulxdivision & Administering Otffice Addrejs v FOI‘! AECORDS MANAGEMENT DIVISION USE
General Administration . ‘ 1 Date Received  Application No.  Date Complered
Office of Equal Employmeni; Opportunity AUG 9 1982 82_ E5Y 0CT 15 1982
21lst Floor Peachtree Summit Bldg. — T
401 W. Peachtree Street - App . Dept. .
Atlanta, Ga. 30365
4. Person to Contact 5. Working Title _ 6. Telephone Number
John_Schadl Asst. to the GM - 586-5243
7. Action Requested ’ =

D Establish Retention Schedule; record »fu continue to accumulate,

. O Dispose of present accumulation; no further accumulation anticipated.

¢. [J Amend Apptication No. _ Check One: [ Change; [ Supercede: [ Void

8. Dares of Series 9. Records Series Titie (followed by title used in oftice; if different)

Earliest . . Latest ' .

1975 | Present Staffing and EEO Staffing Reports Files

10..

Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Office of Equal Employment Opportunity is responsible for
ensuring that the Authority meets or exceeds all federal, state,
and local EEO legal requirements. Specifically, the EEO staff (1)
conducts a compliance review of all MARTA contractors and
subcontractors to require programs of affirmative action, and (2)
encourages minority business utilization by the Authority and its
contractors to maximize opportunities for minority and small
businesses to participate in the MARTA project. The Office
formerly monitored the Authority's Affirmative Action Program to
maintain an adequate level of minority and female employment.

This partlcular function is now handled by the Afflrmatlve Action
Administrator in the Department of Human Resources.

w

1

. Record Series Description This file contains the following documems {include form numbers and titles, if any):

Attach samples of the lile
Documents relating to: ~ the Authority’ S Afflrmatlve Actlon Program

Included are: Computer reports titled "Staffing" and "EEO Staffing”

Fileis arranged: DY report title, thereunder by calendar year and by month

12. Monthly Reference Rate How often are records referred to which are:
One to six months old ; Seven to twelve months oid : Thirteen to twenty-four months old
iwenty-five months and oider ? '

13. Annual Rate of Accumulation of Records i
Letter-size drawers ._._._____._._.;..; Legal-sizedrawers _____ __ ; Shelves : Other (specifyi
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YES | NO ] 14 Questionnaire {Place an X" in the proper column) _ . A
a. Is this the official copy of the series? '
X 1f not, where iy it? '
f. Dous tha series contain confidential mformauon requiring sacurity handfmg7 tf yes, cne law oi regulation.
X Personnel information L L _ L i
X c. Is'this 3 vital record? '
x o Does tus e ris hove lnstorieat on long 1eem onsench v.ilm-?
; e Wiy o lwu dow gy s the Dl mokee o necesany 1o keepr e entoe Gide Toe o lomg peiedd, coaded theses o unu-nl'. In-
X scheduled separately’ .
X {. 1s the information contained in this series ever published? 1t yas, attach copy. 7
g. s the information contained in this series ever snalyzed and/or recorded in a summarized report?
X If yes, attach copy. '
h. s there a duplication of this series in your office, or in another office or agency?
X if yes, where? .
i._Is this series (or @ majorjportion of it} cegularly microfilmed? Possibl y in the future
¥ i. Does the record series result in a computer printout? :
15. Retention Requirements The following requires the series to be kept:
a. State Law years. d. Audit period years.
b. Statute of limitation . years. o e. Administrative need : : _6 . years,
c. Federai law years, . Fedaral retention instructions o7 . . years.
Attach copy or axcert of laws or regulations, Explain administrative need. .
16. Approved Disposiudn Insm]clidns - This agency recommends that the file series be cut off at the end of each:
l Dtdlemlm Year: | Fiscal Year: 'L] Other __ . o ' . then,
B Hold in the current files area month(sl —_1 year(s); then -
O Transter to gﬁﬁ mg area; hoid yearis); then
B Transfer to acords Canter; hoid yeeris); then
Kl Destroy. -
O Transter to State Archives fGr permanent retention.
L1 Other (Specity)
I
These instructions apply to all prior and Tuture sccumulations ol the seres
{Indhicate hnefly rotionale 19! recommendations ahioveror wiite adidibonal remarks)
17, APPROVALS .
Approved  Departmant Records Management Olficer Date - Date -
o Y Presn : b~3 lga. A 7/50 W2
hpproved Divisigs’ Heada/Dezigna ’ Date ;& ats
A9 ol "iﬂ/ ” o i A t{.‘ - - gza/gz
{ : ' ent dnae ‘ j Dnte
/ 1
“"j i r. 7 Ao I 4 l—‘-( /‘ l‘ / 7}7 Y}- /7/ f.""'_r—“
’@’ c Records Mana nyen -n% Dau Approved MAFITA Management Advisory Commirtes Diste
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